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1.0 PURPOSE: 

The purpose of this procedure is to define the process for public involvement and responsibilities within the 
stakeholder communication process. 

 

2.0 RESPONSIBILITIES:  

2.1 Assistant Executive Director (AED) of Project Delivery – The Assistant Executive Director shall be 
responsible for signing letters of initial contact to stakeholders and introducing the corridor manager in 
those letters.  
 

2.2 Director of Project Delivery - The Director of Project Delivery shall oversee the daily operations associated 
with corridor management. 

 
2.3 Public Involvement (PI) Manager – The public involvement manager shall be responsible for overseeing the 

public involvement staff and maintaining/sending out the communications calendar. 
 
2.4 Project Communications Manager – The project communications manager shall be responsible for verifying 

that Project Delivery staff members are following the stakeholder guiding principles and overseeing the 
creation of universal presentations for public consumption.  

 
2.5 Corridor Manager (CM)/Project Manager (PM) – The corridor manager or project manager shall be 

responsible for keeping public Involvement representatives updated on project milestones.  
 
2.6 Public Involvement Staff – The public involvement staff shall be responsible for supporting the project 

communications manager and public involvement manager in stakeholder relations efforts described 
herein. 

 

3.0 SCOPE/APPLICABILITY:  

This procedure shall apply to all NTTA projects and corridors. 
 

4.0 REFERENCES: 

 NTTA Project Communications Manual     
 

5.0 DEFINITIONS & ACRONYMS 
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6.0 PROCEDURES: 

6.1 NTTA Project Delivery staff and consultants shall work with the public involvement staff for all PowerPoint 
presentations for the following stakeholder outreach initiatives: public hearings, public meetings, technical 
and executive work group meetings, town hall meetings and any requested project partner meetings.  A 
public involvement/communications representative shall be appointed to each corridor manager or project 
manager. The public involvement representative shall assist the corridor manager or project manager in the 
development of presentation materials. The public involvement manager shall work with the project 
communications manager to approve all presentation materials. Corridor/project managers and Project 
Delivery staff shall make all presentation materials universal. Presenters shall work with their public 
involvement representative to ensure that information presented in public settings is appropriate for the 
stakeholder group and not overly technical.  

 
When needed, the Project Delivery team shall work with the NTTA speaker’s bureau coordinator in the 
Communications Department for external presentations. 

 
6.2 The public involvement manager shall attend corridor/project manager meetings. Public involvement 

representatives shall meet periodically on an as-needed basis with their specified corridor manager or 
project manager to keep abreast of changes and milestones associated with the project. 

 
6.3 The project communications manager shall contact the NTTA executive office and the government affairs 

department when controversy is imminent. 
 

6.4 Individual stakeholder relations including city and county staff, residents, business owners, and additional 
affected property owners, shall be managed by the corridor manager or project manager in cooperation with 
the designated public involvement representative. The public involvement representative shall be 
responsible for creating and maintaining a stakeholder database and working cooperatively with the public 
involvement manager and project communications manager to notify them of potential issues.  

 
6.5 The public involvement staff shall submit a weekly 6-week outlook calendar of upcoming meetings and 

presentations to the project communications manager who then provides the calendar to the director of 
project delivery, the communications director, the program manager, deputy program manager, and general 
engineering consultant manager. 

 
6.6 Any letter of initial contact to a stakeholder regarding a corridor outreach initiative shall be signed by the 

assistant executive director, who shall introduce the corridor manager or project manager within the text of 
the letter. The letter shall be on NTTA letterhead or from an NTTA e-mail address. 
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7.0 REGULATORY REQUIREMENTS:  

N/A 
 

8.0 RELATED BOARD POLICY:  

N/A 
 

9.0 COMPONENT DOCUMENTS: 

N/A 
 

10.0 FLOWCHART: 

N/A  
 

11.0 REVISION HISTORY: 

Revision Revised by Date Issued DRN Reason for Revision 

0 Leigh Hornsby 06/05/2008  Original Issue. 

1 Leigh Hornsby 07/10/2008  Added section 7.3. 

2 Leigh Hornsby 10/09/2009 10030 Deleted “Guiding Principle”, 2.5 Changed “Team” to “Staff”, 6.5 Changed 
to PI Department, 6-week outlook, and changed responsibility. 

3 Leigh Hornsby 04/28/2011 10271 Updated section 6.1 presentation venue information. 

 
 


